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INTERIM REPCRT ON THE SIUDY OF THE PRINTING OF Fi REPCRTS

1. Purpose

The General Services Uffice operstes a mmall reproduction facility im "L”
Bullding primmrily for the purpose of printing iaformatiom reports for FI. It
vas declded that a survey shoculd be made of this reproduction facility and of
the material being reproduced therein to determine if the fwcility is sde-
guately and efficiently performing this worki apd if any improvement in format
or material end methods can be effected.

The purpose of this interim report is tc submit certain recommsndstiocns
for action at this time as fivel decisico cannot be made on several importent
changes in methods uatil extensive tests have been made. The naturs of these
tests are mentionad in two of the follewing recommendations. Several months
will be required to fully experiment with new metbods and materials. A final
report vill be pubmitted when results of these tests are xonowm.

25X1A

I Chief, Reguirements Staff, FI, agresd to the study on 27 October
1953. The study was started om 2° October 1953.

iptice of ilit

b, Present Procedure

The varicus ¥l reports originate in the field. Field stations, whose dls-
tribution requirements are sufficiently large, type the reports on ditto masters,
ran copies for their distribution, and send the mesters to Washingtom for proces-
sing as Mashington reports. TField stations heving smeller distribution require-
ments type the reports on paper, macing the necessary mmber of carbon coples
for thair distribution, and send a copy to Washington for processing as Washington
reparts. These Tield reports are received by the sppropriste ares division,
edited, assigned s report number, sod typed for multilith reproduction. They
are then sent tc the Reports Comtrol Branch, Reguirements Staff, and then to
the reproduction facility for printing. The reproduction facility prints the
reports and makes buli distributicn in eccordance vith distribation instructions
printed on the reports. (A substential portion of the ZE Division's reports are
printed by the dittc process. In these csses, the fleld master is ¢orrecitad snd
patched after editing and tae master used to ditto coples of the w«asuingtun

report.)
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The Maltilith process 1s used for printing taese reports because of the
superior product produced from this process. With respsct to the dittc reports
vhich are reproduced from the field masters, the product is inferior and pro-
duction prodlems ere imvolved which meke this process slower and more expensive
than multilith.

There are two problems luvolved aere waich require scticn. First is the
desirsbllity of eomverting the dittc reports to multilith snd secomdly is the
possibllity that a good percemtage of the retyping of Tield reports ln Wash-
ington ecan be eliminmted.

5. Scope of Study

The study included s complete roview of the reports sad other wors reproe
duced by this facility, the methods of handling this work, tue egquipment avail-
able with which to dc¢ the work required, mnd printing processes involved.

“o Findings and Recommendations

The study revealed that e large volume of FI reports are beimg printed by
the multilith and ditic processes. An average of 2,600 reports sre printed
each wonth., This amcunts to spproximately 6,500 pages and 500,000 press im-
pressions per month.

Whaile, on the wicle, {he cpereation is setisfactory there erz several changes
vhich can be mede to effect economies and improve operstions. There follovs s
listing of speclfic findings ssd recommendstions pertaining thereto:

Fipding So. 1

The miltilith nats used In reproduciog the FI reports are expensive mats
capable of reproducing upwards of 2,000 ecpies. Less than 100 coples are re-
produced of the FI reports. Therefore, less expensive mats, capeble of repro-
ducing 100 good copies, would be satisfactory for this wori.

Becommendation No. 1

That tests employling chesper mats be conducted to determine if suitakle
coples can be cblained from wets costing comglderably less than tucse now
used. Approximately 5,000 mats are used per month. Thus, if the cheaper amts
are found, alter testing, to be satiafectory substsutial savings will result.

Fioding Wo. 2

s&. The necessity for typing reporis im lashington is due primarily to the
fact that tae originel typing in the field is not trensferred tc s reproducible
master at the time of original typing and because of ediorial changes made Ly
the Washington divisioms Imn processing the reports us ssshingion reports.
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b. It is dzeirable to convert the ditte method of processing the ZE
Division reports to the maltilith method because of the production problons
preseatod by the ditio process and because of the superior product produced
by the multilith method.

Recomsendation Ho, 2

That corbination setis of forms be developed and tested under setual operat-
ing conditions for flald typing of tie FI reports which will make unnecessary
the retyping of the report in Vashington and will alse make unnecezssary the
running of the field ditto master for the vgshington report. There arc t be
four combination sets developesd for this teet sg follows:

s. Combinaticn ditto-multilith master set of tae First pege (#haicn ie
a printed form), for use of fleld statioms requiring dittc reproducticn
for tield digtributicon.

b. Combination 4itto-mltilith mester wet (ne printing) “or second ant
succeeding pages of the report for use of field stations requiripng dittc
reproduction ifor field distribution.

¢. Coabinstion set coantalning paper original, cerbons, and mltilith
naster of first pege (which is a printed form} for use .f Zi2ld staticas
regquiring caly carbon coples for Tield distridbuticn.

d. Combipation set conteining peper original, carbong, and multilith
master of second and suceseding pages of the report for use of field sta-
ticns reguiring only cerbon copies for field distribution.

In esch case the fleld stetion will type the report on the combinmtion set,
make field distrivution (efither by Ditto reproduetion or carbon copias sas tae
cape may be) and will scnd the multilitn mester to Wasaington wnere it wili be
usad to rua the vasiington report.

These combination sets are nov being developed and will be ordered and put
into actual use on a trial basis as scon as they are gvailable. Complete ine
structione for use of the sets vill be developed and submitied to the fieid
for their guidance. Soversal acnths will be required to fctermine the sadvisa-
bility of sdopting this system. II found o be fessible a cocaplete statemoent
of the sdvanteges will be included in the final report,

Finding No. 3

The FI reports are printed on white peper which is preprinted with a 1-°
yallow stripe top end botitom on one side and with explanatory notes on the
ciher side. Thus, esch report carries these explanstory notes on the reverse
of emch page. The purpose of the yellow etripes is to lend & distinctive
appzerance to these reporis.
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ihias preprinting, vaich ig donme in large quantities at tas ammin GPO plant,
is costly. The cost of printing +,000,000 cuples, wialch 18 a six mcnth's supply,
ig $5,Mx0.00 {exclueive of paper cost). Aceordingly, this preprinting is costing
at least 010, 00.00 per year,

There is egreement that the use of preprinted sasets fur ctier taan first
pages of reports is unnecessary and tigt second end succeeding pages may be
printed on blan: sheets.

Recommendation Ho.

8. That the liral pege only of esch report be printed un the preprinted
paper witi second and succeeding peges of the reports printad on blen wiite
paper.

A gpot cheen uf 320 reporte indicates that spproximately 50 percent of the
reports consist of only cne page. The belance of the repcrts cungist of 2 or
more pages (30 percent, 2 peges; 12 percent, more than 2 peges). Accordingly,
printing secund and succeeding peges on blank paper will save at legat 2,000,00C
preprinted sneets per year (1,000,00C each 5 months). This represcnis an
anmisl sevings of .2, 700.00.

A time study Gas been made 1o determine I this coange will interfere with
present rate of production end 1t was Pound that very little, 1Y any, add tlonel
time ig required. (On vne study § reports required 2 mimutes longer to print
than the present metuod end on anctier study 5 reports required 1 minute less.)

e That contimied study be given to the use of preprinted sacets to deter-
mine if it is possible to sliminpte this requirement through revigion of the
form or gome othar means.

Finding No. b

Froduetion of Fi repoeris is reterdsd scmevwiat by the changes required in the
printing of the distrilation ladder on tae first page of the reyorts. These
changes lnvolve elimingting a portion of tauis ledder from a certain nusber
aopies of each report.

hecommendation No. &

That G50 and twe PI stall Jolmtly study tils proviem o determine if 11 .s
cegible to elimingte the ladders {rom tae reportis.
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